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. 1. Requesting Agency

DEPARTMEZNT OF EDUCATION VCCATICHAL REHABILITATION

2. Division or Bureau of Requesting Agency

A

pated.

3. Authorization Requested (Check only one of the squares below).

: . B o - c :
I:] Dispose of present accumulation. No B Establish retention schedule for re- Microfilm

additional occumulation is antici-

and destroy originals.

cords for which there is a continuing Originals if not microfilmed would be

Records have ceased to have value occumulation. The records will cease to retained for the period of time indicated.

[

to warrant retention. . L . . have value to warrant their retention after

the period of time indicated.

.

4,
ltem

No.

>5. Descrlptlon of Records
Descrnbe records accurately. Include title, form number, size of documents
work or activity to which the records relote inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation.
of Hall of Records
and Board of Public
Works.
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| 1. |DIRECTCR!S G "L.nAL FILE (p. HABILITATICN CORRESPUNDTNGE)

Size: 81" x 110

Dates: 1151 -

Quantitys 3 drawers (5 cubie fest)

File Arrangcmoents Alphabetical by nams or subject
Annual Accurmalation: 1 cubic foot (est.)
Disposable Amownt: 2 cubic feet (est.)

ard sges that all phases of the Division's work are coordinated with
|related actlvities throughout the State, The Director's General File
pertains to the genersl administration of the Division's rehabilita-
tion program, The file includes the following peneral categories of

material which are filed in three separate, closely related groups as
specifled belw:

~

Rehabilitation Correspondence - with institutions, Stata
azencies end other groups concerned with the rehabilita-
tion program. Lesides correspondence ths file ccentains
copies of transmittals covering expenditures in ccennec-
tion with the activities of the Governort!s Comittes to

% Dmpley the Handicappeds persomnel recordse-e.ge applica-
tions for employment; and records relating to the Direc-
torts public relations .;nd promotional activities,

Correspondence with Fedaral and district offices - Besides
correspondence the file contalns quarterly financial
reports, records relating to salsry administration,

The Director plans and directs the Statewide program of rehabilitacion

4
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7. Agency, Division or Bureau Representative
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Commission NO. 2¢
5. Description of Records 6. Recommendation
of Hall of Records

and Board of Public

4, . .
It Describe records accurately. Include title, form number, size of documents,
’ em work or activity to which the records relate, inclusive dates, and quantity
/ .No. (cubic or linear feet). Show recommended retention period. Works.

A.

B.

2.

3.

RECOMMENDAT ION:
WIICH RELATE TO THE ESTABLISHMENT OF PROGRAMS AND

) POLICIES.
RECOMMENDATION: RSTAIN ALL OTHER MATERIAL FOR THREE YEARS AND THEN
. DESTROY. '

regulations on the general administration of the rehabili-
tation program, budget workpapars

Records relating to the Director's participation in comite
tees and conferences on education and rchabilitation.

RETAIN PERMANEHTLY SUMMARY REPORTS AND RECORDS

CCRRESPONDENCE - SUPZRVISOR OF CASE SERVICES

Size: 81t x 110

Dates: 1954 - -
Guantity: 12 drawers (3 cubic feet)
File Arrengement: Alphabestical by nams or subject

Annual Accumulation: 1 cubic foot (est.)

This file pertains to the supervision of local rehabilitation
supervisorg and the general administration of the rehabilitation
annual

case service program.. Specific records filed include:
comsellors? sunmaries of case closuress memos directed to central

‘'office and district staffy general correspondencej lists of 0OASI
referrala; district reports on cllents' changes in status,

RECOMMENDATION: RETAIN FCR THREE YSARS AND THEN DESTROY.

MASTER LISTS OF RE{ABIIITATION CASES (DISTRICT OFFICE SUMMARITS)

Size: 863" x 1

Dates: 1948 - -
Quantity: 2 drawer (1 cubie foot)
Annual Accurmulation: less than 3 cubic foot

District offices preparo master lists of clients receiving services
The clients receiving services frocm a parti-

during any one year,
cular counsgller are listed by name and stage code number (an indie-
caticn of how far along the client has progressed in his rehabili-

APPROVED
HALL OF RECORDS COMMISSION:

R Y |

The lists are the Divisicn's only record of the case

tation ) .
loads carried by a particular counsellor.

RECCHMMNDATION: RrTAIN PRRMANENTLY.
JUN

resrsereot  Acitcessvestatre
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5. Description of Records 6. Recommendation
of Hall of Records.
and Board of Public

Describe records accurately. Include title, form number, size of documents,
Works.

4.
.:\tlem work or activity to which the records relate, inclusive dates, and quantity
o {cubic or linear feet). Show recommended retention period.

REPORT AND OPFRATING FILE - SUPERVISCR.OF CASE SERVICES

h.
 Size: 81 x 110

Dates: 19L5 - -

Quantity: 7 drawers (10.5 cubic feet)

File Arrangement: Alphabetical by name or subject

Annual Accumlations 1 cubic foot (est.)

Disposable Amounts 3 cubic feet (est.)
This is the Supsrvisor!s administrative and report file containing
the following types of records: general correspondence, rehabilie-
tatiocn lists, publications collected for reference purpcses, staff
memos, statistical reports, budget workpapers, annual report work-
papersj records relating to rehabilitation processes, procedures,
and systemsj OASI program records and copies of agreements; records
relating to the Supsrvisor's participaticn in the activities of the
Naticnal Rehabilitation Asscciationy and cperating reports--c.g.

ounty flow sheet

monthly referral and cass load, workload, and ¢

APPROVED
HALL OF Recopps COMMISSION

reperts.
A. | RECOXMENDATICN: RETAIN PERMANSNTLY SUMMARY REPCRTS AND RECORDS
o RELATSNG TO BSTABLISHMENT CF REHABITITATICH
, SYSTEMS AND PROCEDURES
RECOMMENDATION: _RETAIN ALL OTHER MATSRIAL FOR THRER YEARS AND THEN

B. N
DESTROY,
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